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(l) Track applicant flow data that re-
flects characteristics of the pool of in-
dividuals applying for an employment 
opportunity and promptly take or rec-
ommend appropriate action to over-
come any impediment to achieving the 
standards of the EEO/ADR programs 
and accomplishing the EEO standards 
under the applicable HUD performance 
appraisal system; 

(m) Provide applicant data to ODEEO 
for analysis; and 

(n) Provide recognition to employees, 
supervisors, managers and units dem-
onstrating superior accomplishments 
in EEO. 

[66 FR 20564, Apr. 23, 2001, as amended at 69 
FR 62173, Oct. 22, 2004] 

§ 7.15 Responsibilities of managers 
and supervisors. 

All managers and supervisors of the 
Department are responsible for: 

(a) Removing barriers to EEO and en-
suring that EEO standards are accom-
plished in their areas of responsibility; 

(b) Evaluating and documenting sub-
ordinate managers and supervisors on 
their performance of EEO/ADR respon-
sibilities; 

(c) Encouraging and taking positive 
steps to ensure respect for and accept-
ance of minorities, women and persons 
with disabilities, veterans and others 
of diverse characteristics in the work-
force; 

(d) Ensuring the non-discriminatory 
treatment of all employees and for pro-
viding full and fair opportunity for all 
employees in obtaining employment 
and career advancement, including sup-
port for ADR, the Upward Mobility 
Program, the Mentoring Program and 
the implementation of Individual De-
velopment Plans; 

(e) Encouraging and authorizing staff 
participation in the various Diversity 
Program observances and training op-
portunities; 

(f) Being proactive in addressing 
EEO/ADR issues, and maintaining 
work environments that encourage and 
support complaint avoidance through 
sound management and personnel prac-
tices; 

(g) Resolving complaints of discrimi-
nation early in the EEO process either 
independently, or through the use of 
ADR techniques; 

(h) Making reasonable accommoda-
tions to the known physical and men-
tal limitations of applicants and em-
ployees with disabilities when those ac-
commodations can be made without 
undue hardship on the business of the 
Department; 

(i) Attending mandatory annual su-
pervisory and management training; 
and 

(j) Adhering to and implementing the 
Department’s policy on religious ac-
commodations. 

[66 FR 20564, Apr. 23, 2001, as amended at 69 
FR 62174, Oct. 22, 2004] 

§ 7.16 Responsibilities of employees. 
All employees of the Department are 

responsible for: 
(a) Being informed as to the Depart-

ment’s EEO/ADR programs; 
(b) Adopting an attitude of full ac-

ceptance and respect for minorities, fe-
males, persons with disabilities, vet-
erans and others of diverse characteris-
tics in the workforce, and support for 
and participation in ADR; 

(c) Providing equality of treatment 
and service to all persons with whom 
they come in contact in carrying out 
their job responsibilities; 

(d) Providing assistance to super-
visors and managers in carrying out 
their responsibilities in the EEO/ADR 
programs; and 

(e) Cooperating during EEO inves-
tigations and throughout the entire 
EEO ADR process. 

[66 FR 20564, Apr. 23, 2001, as amended at 69 
FR 62174, Oct. 22, 2004] 

PRE-COMPLAINT PROCESSING 

§ 7.25 Pre-complaint processing. 
(a) An ‘‘aggrieved person’’ must re-

quest counseling in accordance with 29 
CFR 1614.105(a). The aggrieved person 
must initiate contact with an EEO 
Counselor within 45 days of the date of 
the matter alleged to be discrimina-
tory or, in the case of a personnel ac-
tion, within 45 days of the effective 
date of the action. EEOC’s regulation 
at 29 CFR 1614.105 shall govern the De-
partment’s pre-complaint processing. 

(b) The Department or the EEOC 
shall extend the 45-day time limit in 
paragraph (a) of this section when the 
individual shows that the individual 
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